IDFPR

llinois Department of Online Instructions for Managing Brokers

Financial and Professional Regulation . . i .
How to Invite Licensees to Join Your Brokerage Firm

Division of Real Estate

Important: The below steps can only be completed via the designated managing
broker's individual Portal account

Step 1: Log into the Online Services
Portal at: https://online- §IDFPR

dfpr.micropact.com with your User ID T
o

and Password. : . .
IDFPR Online Services Portal

Welcome to our new Online Services Portall We currently offer the following:

. H S H Pesemond 1. New Professional License Applications: Advance Practice Nurses (APNs), Barbers, Cosmetologists,
Note: If you are new to the Online Services e s
. . Massage Therapists, Licensed Practical Nur LPNs), Nail Technicians, Permanent Employee

Registration Cards (PERCs), Pharmacy Tec s, Registered Nurses (RNs)
Portal and have not yet registered, you will e S e oy e b oo,
Professional Service Corporations (PCs), Public Accounting Fi

need to do so before you can log in by clicking 3 Mo Lorae Apphetors o R et Coms
the “Register” link.

Optometrists, Physician Assistants, Physicians, Podiatrists a

New Applications G

More Online Services

License Lookup

Step 2: Click "Online Services"

Step 3: Click "Licensure Options"

'I D FPR HOME MY ACCOUNT ONLINE SERVICES

License Application License Application Status Account Information
Create/Continue Application License Application Status Address Change
License Application Status Upload Document(s) Update My Contact Info

Licensure Options

Certification of Licensure License Lookup

Lookup a License

Welcome to our new Online Services Portall We currently offer the following:

New Applications

To create or continue a new license application click the button below.

Click Here
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To begin click the “Start” link.

Note: If you have any in-progress
transactions they will appear on this
screen. Click "continue" to resume
or "delete" to start over.

Step 5: Select "Manage Licensees"
from the drop-down menu

Manage Licensees
Allows you to Add, Terminate,
and Approve Transfers of
Licensee(s)

Click "Next"

Real [xate an e

Licensure Options
Licensure Options

Fields marked with an asterisk * are required.

1. Which type of action would you like to take?

- R | <

“All Fees are Nonrefundable™

Licensure Options

Fields marked with an asterisk * are required.

1. Which type of action would you like to take?

Manage Licensees
Modify My Current Licensure
“All §Review Pending Request From New Brokerage Firm

https://idfpr.illinois.gov/
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Step 6: Select "Add Licensee to Brokerage Firm" from the drop-down menu

Add Licensee to Brokerage Firm
Can only select licensees that are not
sponsored

Click "Next"

Fields marked with an asterisk * are required.

Licensure Cptions - Firm &
Employees

2. Select Type of Licensee Change

il - sclect one -
Add Licensee to Brokerage Firm
Remove Active Broker(s) or Leasing Agent(s) from Brokerage Firm
Review Pending Request From New Broker(s) or Leasing Agent(s)

Tip: You may save your progress
at any point and return to the
Transaction later.

Click the red “Save to Continue
Later” button on the bottom
right of each screen

https://idfpr.illinois.gov/



Step 7: Add licensees

Click the Add” button to open a
License Lookup window.

Enter the licensee's information
and click "Search"

Best results are obtained by
entering only their License
Number

Note: The system will only
display licensee(s) who are
currently “Inoperative.” If a
licensee is actively sponsored
by another firm, they will not
appear in the search results and
the licensee would be required
to submit a Transfer Request
via their own Portal account

Select Sponsoring Broker from
Search Results
Click “Add” for your selection or
"Detail" if additional
information is needed

Confirm Selection
Action Icons are available if
deleting or editing is required

Finalize the Selection
Click “Next” to move to the
Transaction Review Screen

|
Licensure Options
Fields marked with an asterisk * are required.
Licensure Options
- Firm & . . .
Employees 4. Please add Licensee(s) in the grid below: @&

Action Employee

Licensure Options
- Add New
Licensee(s)

No Records Found
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License Lookup

Board ACUPUNCTURE

ADV PRACTICE NURSE
APPRAISAL
ARCHITECT

ATHLETE AGENT

License Status:

License Number:

Legal Business
Name:

Doing Business
As:

First Name:
[
Orgimal
Narme Lcanss States  Crecdensal  CityiState Issue Date  Curveet Rxpiraton Oate  Bver Disciplined | Licenss Number
mm -~ | ACTIVE CHMCAGD. 1 1A2MGTT A0 N
mm A ST ALTIVE o | CALUMET PARK. & O&vI2084 | 0610000 N
BRI ~=umsm ACTIVE PRCRIA, I, DAT/Z000 | SRS N
mm M. DATH ACTIVE o — ADnQaon L OV V204 s N
nn ] ACTIVY CHICAGD MDGHTS, =1 N
mn At SANTH AL £ DEXALE & or 14 N
mm A SANTH | ACTIVE Eaut Alen 1 o N
mm A SAETH ACTNVE BRADLEY. DAOL199E N
mm T Y L ALCTIVE = PEORA 1L AN TS | VO 2e N
mn P AT ACTIVE Crcago. A o N
mn = BT ACTIVE | CARTERVILLE 052472004 0802019 N
mm -~ NTH ACTIVE - PECRSA, & 0172209 | 0501 S
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Step 8: Review Transaction

o

Fees

Sponsor Card $25.00
Total Fees: $25.00

Licensure Options

1. Confirm action(s) you would like to take.

Final review of Licensee
Transfer and Fee
Click "Proceed to

Payment" to continue

Manage Licensees

*All Fees are Nonrefundable™

Licensure Options - Firm & Employees

2. Confirm action(s) you would like to take.

Transfer Licensee to Brokerage Firm
Licensure Options - Add New Licensee(s)
4. Please add Licensee(s) in the grid below: @

Employee

e EE

Previous Proceed to Payment
Step 9: Pay Invoice and Submit Transfer Request

Enter payment details 'IDFPR iy ibecinr

then click "Pay Invoice"

ONLINE SERVICES ~

to submit the request. i 2
. ey lllinois Department of Financial and Professional Regulation Date: /1 5/2018—
N Ote : O nce su b m Ittedl The item was successfully added it ey
transfer re uests must to the invoice. To add additional
i is invoice bef
: q P oot
ea pprove y t e Command in the top menu.
Otherwise, click the Pay Invoice
licensee within 7 | Preenspapitnow
calendar days, or the BT Bt
. . 7 MANAGE SUPERVISOR ~& .
request will expire and
Sponsor Card $25.00
the tran Sfe r fee Subtotal: $25.00
forfeited. Total: $25.00

$25 Non- Refundable Fee for each Transfer — Credit Card or eCheck — convenience fees may apply.
Once transfer request is submitted, you will see a receipt screen and an email confirmation from IDFPR
will be sent to you.

https://idfpr.illinois.gov/





